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Cl. CHAPTER 1

GENERAL | NFORMATI ON

Cl.1. | NTRODUCTI ON

The effective managenent of reports requires an organi zed and
continuous effort to inprove the quality and econony of reporting
by providing managers with needed information at the right tine,
in the best format, and at the | owest possible cost. This Mnual
specifically addresses reports nmanagenent procedures for the
Departnent of Defense.

Cl.2. REI SSUANCE AND PURPOSE

Thi s Manual :

Cl.2.1. |Inplenents policy and updates responsibilities and
procedures for the preparation, coordination, approval,
i npl ementation and internal review of:

Cl.2.1.1. DoD Public Information Requirenents (Chapter
3);

Cl.2.1.2. DoD Internal Information Requirenents (Chapter
4); and

Cl.2.1.3. Interagency Information Requirenents (Chapter
5), and

Cl.2.2. Provides general information regarding the
addi tional recordkeeping and review requirenents for
Congressional information requirenents (Chapter 6) and surveys as
they relate to DoD public, internal and interagency information
requirenents.

Cl.3. SCOPE

Cl.3.1. This Manual covers the procedures for the
establishment and licensing of new information requirenents and
the revision or cancellation of existing requirenments. These
information requirenents include statistical and attitude/ opinion
surveys, Congressional, public, interagency, and DoD internal
i nformati on requirenents.

Cl.3.2. Al information and reporting systens as well as al

techni ques, both el ectronic and manual, are included under the
provi sions of this Manual unless specifically exenpted.
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Cl.3.3. The reports managenent function includes the
reports, forms, surveys, magnetic tapes, disks, and other nedia
of internal agency systens or procedures as well as the reporting
systens thensel ves.

Cl.3.4. This Manual does not address the rel ease of
i nformation requested from DoD Conponents by individuals or
private businesses. DoD personnel should follow the guidance for
public release of Defense information in accordance with DoD
Directive 5230.9, “C earance of DoD Information for Public
Rel ease” (reference (a)).

Cl.4. POQLICY

It is DoD policy under DoD 8910.1, “Managenent and Control of
I nformati on Requirenents” (reference (b)) to:

Cl.4.1. Ensure that sufficient information is avail able
to achieve mlitary effectiveness and nmanagenent efficiency;

Cl.4.2. Mnimze and control the burden associated with
the collection and reporting of information;

Cl.4.3. Ensure that information requirenents are valid,
accurate, and essential to the mssion of the user's
or gani zati on;

Cl.4.4. Avoid both duplication and unnecessary
generation of data;

Cl.4.5. Enphasize statistical sanpling techniques and
use of information technol ogy as approaches for mnim zing
reporting workl oads;

Cl.4.6. Ensure that information needs are clearly
identified and that reports to be generated by the system
represent cost-effective use of resources in the devel opnent and
operational life cycle of an automated information system (Al S);

ClL.4.7. Mnimze, account for, and control information
collected fromthe public (individuals, businesses, and other
private institutions) and State and | ocal governnments in
accordance with Title 5, Code of Federal Regul ations (CFR), Part
1320 (reference (c));

Cl.4.8. Ensure that optinmum effectiveness and econony in
t he devel opnent of information requirenments is achieved,

Cl.4.9. Subject each new or revised information
requi renent to a cost anal ysis;
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Cl.4.10. Coordinate information requirenents that
involve the collection of personal information on individuals
consistent with the provisions of DoD 5400. 11-R (reference (d));

Cl.4.11. Approve and synbolize DoD internal information
requi renents; i.e., assigned a report control synmbol (RCS), at
t he Conponent | evel generating the requirenent;

Cl.4.12. Submt requests for forns used to collect
information in accordance with DoD 7750.7-M (reference (e));

Cl.4.13. Evaluate and screen each itemof data in the
information requirenment against data in existing information
collections to determ ne whether such information can satisfy the
requirenent;

Cl.4.14. Standardi ze data used to support DoD operations
and deci sion-nmaking or in an AlS that requires horizontal and/or
vertical sharing of data in accordance with DoD 8320. 1- M
(reference (f));

Cl.4.15. Approve and synbolize, on a case-by-case basis,
special, one-tinme, high priority, or tinme-urgent information
requi renents w thout being subjected to in-depth review and
anal ysis, provided a statenment of urgency is included with the
request for approval;

Cl.4.16. Refuse to honor information requirenents that
have not been properly approved and synboli zed;

Cl.4.17. Establish provisions for setting annual goals,
consistent with critical mssion needs, to reduce the nunber or
frequency of reports; and

Cl.4.18. Ensure that ongoing information requirenents
are assessed for validity, necessity, and adequacy no | ess
frequently than every three years.

Cl1.5. OBJECTI VES

Cl.5.1. The Primary Objectives of the DoD Reports Managenent
Program are to:

Cl1.5.1.1. ldentify the information needs of managers at
every organi zational |evel

Cl.5.1.2. Collect, transmt, process, and store

i nformati on through the nost econom cal use of personnel, funds,
and equi pnent;
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Cl1.5.1.3. Prevent the inposition of invalid,
inefficient, or unnecessary reports;

Cl.5.1.4. Coordinate reports managenent with rel ated
i nformati on resources nmanagenent activities such as forns
managenent and data standardi zati on

Cl.5.1.5. Subject reports and reporting systens to a
conti nuous, objective review for quality and econony of
reporting; and

Cl.5.1.6. Provide necessary security for the information
to the degree warranted by its sensitivity.

Cl.5.2. The DoD Reports Managenent Program

Cl.5.2.1. Reduces volum nous data accumul ati on by
el im nating unnecessary and duplicate reports;

Cl.5.2.2. Provides a systematic nmeans for inproving the
fl ow and content of information;

Cl.5.2.3. Provides a neans for neasuring the val ue of
i nformati on agai nst the cost of collecting it;

Cl.5.2.4. Inproves reporting nmethods and techni ques by
appl ying information processing technol ogy; and

Cl.5.2.5. Reduces agency costs.

Cl.6. RESPONSI BI LI TIES

Cl.6.1. The Assistant Secretary of Defense for Command,
Control, Comrunications, and Intelligence (ASD(C3l)), as the
Depart ment of Defense Chief Information Oficer (CIO, is
assigned overall policy for the DoD Reports Managenent Program
and i npl enent s:

Cl.6.1.1. Chapter 35 of Title 44, United States Code
(reference (g)), as anended by Section 5125(a) of Public Law 104-
106, “National Defense Authorization Act for Fiscal Year 1996,”
Division E, “dinger-Cohen Act” (fornmerly “Information Technol ogy
Managenment Reform Act of 1996”) (reference (h)), consistent with
t he gui dance prescribed by the Ofice of Managenent and Budget;

Cl.6.1.2. 41 CFR 101-11.103(e)(2) (reference (i)); and

Cl.6.1.3. 41 CFR 101-11.204 (reference (j)).
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Cl.6.2. The Ofice of the Under Secretary of Defense for
Per sonnel and Readi ness (OUSD(P&R)) shall, before subm ssion to
the Director, Washington Headquarters Services (WHS), approve al
attitude and opinion surveys requiring the participation of
personnel in nultiple DoD Conponents, as required by DoD
I nstruction 1100. 13 (reference (k)). The DoD Conponents, other
than OSD, have their own inplenenting guidance for their internal
reports. See Chapter 4, paragraph C4.5., “DoD Conponent
Procedures.”

Cl1.6.3. The Directorate for Information Operations and
Reports (DI OR), Washi ngton Headquarters Services (VWHS), shall be
responsi ble for the overall operation of the DoD Reports
Managenment Program to include:

Cl.6.3.1. Synbolizing OSD internal information
requirenents;

Cl.6.3.2. Processing public and interagency information
requirenents;

Cl.6.3.3. Publishing this Mnual;

Cl.6.3.4. Conducting DoD-w de term nation reviews of
Congressional information requirements to include recurring
reports, certifications and notifications; and

Cl1.6.3.5. Executing the Information Coll ection Budget
(1CcB).

Cl.6.4. The Heads of the DoD Conponents shall:

Cl.6.4.1. Not respond to unlicensed information
requi renents that are not exenpt;

Cl.6.4.2. Establish an information requirenents control
activity under the C1O and to assign an Informati on Managenent
Control Oficer (IMXO to serve as the key point of contact;

Cl.6.4.3. Submt requests for information collections
fromthe public or other Federal Agencies to WHS/ DI OR

Cl.6.4.4. Coordinate their survey requirenents with
respondi ng DoD Conponent survey control offices;

Cl.6.4.5. Ensure that users justify new information
requi renents before subm ssion for approval;

Cl.6.4.6. Mintain cost information on each approved
i nformation requirenent;
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Cl.6.4.7. Ootain WHS/ DI OR approval when information is
collected fromone or nore DoD Conponents other than the
requesti ng DoD Conponent;

Cl.6.4.8. Establish goals for the reduction in the
nunber or frequency of their internally prescribed reports; and

Cl.6.4.9. Ensure that users assess their ongoing
information requirenents no | ess frequently than every three
years.

Cl.6.5. The Heads of the OSD Conponents shall:

Cl1.6.5.1. Not respond to unlicensed information
requi renents that are not exenpt;

Cl.6.5.2. Assign an IMCO to serve as the key point of
contact for their respective functional areas;

Cl.6.5.3. Submt their information requirenent requests
t hrough the OSD Conponent | MCO to WHS/ DI OR;

Cl.6.5.4. Establish and inpl enent standards and
procedures for initiating, identifying, review ng, approving,
preparing, distributing, and discontinuing internal reporting
requirenents;

Cl1.6.5.5. Ensure that Directives and Instructions
containing information requirenents are updated in accordance
wi th DoD 5025.1-M (reference (I));

Cl.6.5.6. Provide for the periodic review of approved
reports for need, adequacy, design, econony of preparation and
use;

Cl.6.5.7. Submt their survey information requirenents
to the OUSD(P&R) for approval prior to submtting their requests
to WHS/ DI OR,

Cl1.6.5.8. Coordinate their survey requirenents with
respondi ng DoD Conponent survey control offices;

Cl.6.5.9. Assess their ongoing information requirenents
no |l ess frequently than every three years; and

Cl.6.5.10. Submt their respective information
col l ection budgets to WHS/ DI OR
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